Chicago Transit Authority
Transit Operations

General Bulletin

TO: All Concerned — Rail
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EFFECTIVE: Immediately
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Observations of Operating and Non-Operating Rail Employees

Regular observations of operating and non-operating rail employees help ensure compliance with
the Authority’s operating and safety rules. Managers, Supervisors and other management
personnel are responsible for following the requirements regarding observation frequency,

documentation and follow-up.

OPERATING AND NON-OPERATING EMPLOYEES TO BE OBSERVED

The observation requirements for operating and non-operating employees are based on
certification and the classification that they pick. All employees certified as a Rapid Transit
Operator (RTO) must be observed performing the job duties of an RTO if they are on the extra-
board or picking as an RTO. Table 1 lists classifications and the frequency that an employee
picking that classification must be observed.

Table 1: Minimum Required Observation Frequency, By Job Classification

Classification Picked by the
Employee

Must Be Observed
Performing

Minimum Required
Observation Frequency

All employees picking extra-board

job duties of RTO

one (1) time per pick

Rapid Transit Operators (RTOs)

job duties of RTO

two (2) times per pick
and
four (4) times per year

Switch Workers and Tower Workers

job duties of their picked
classification

one (1) time per pick and
two (2) times per year

Customer Service Representatives

job duties of their

one (1) time per pick and

(CSRs) and Customer Service classification two (2) times per year
Assistants (CSAs)
Full-Time Temporary Flaggers (FTTF) flagging one (1) time per pick and

two (2) times per year
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MANAGERS, SUPERVISORS, AND OTHERS OBSERVING OPERATING AND
NON-OPERATING EMPLOYEES

Transportation Managers, Rail Service Supervisors (RSS), Customer Service Supervisors (CSS),
Universal Rail Service Supervisors (URS) or other management personnel will observe operating
and non-operating employees performing the job in the classification being observed.
Observations may be performed anonymously and without advance notice to the employee being
observed.

Table 2 lists observer classifications and the frequency that an employee in each classification
must observe operating and/or non-operating employees.

Table 2: Minimum Required Observation Frequency, By Observer’s Classification

Observer’s Classification Minimum Required Observation
Frequency
RSS, URS and Rail Transportation Managers Two (2) per day and

Note: In addition to observing employees, other checks Forty (40) per month

of equipment or service may be required.

CSS and Rail Station Management Managers Ten (10) per day and
observing CSRs and CSAs Eighty (80) per month

Administration Managers, Administration Coordinators Four (4) per month
and Project Specialist lls

Rail Operations General Managers and Senior Ten (10) per month
Managers

See Table 3, Observation Time and Task Requirements, by Job Classification on page 3 for
details on what to observe for each employee classification. Additional requirements may be
observed as appropriate: for example, observing compliance with masks/face coverings and
physical distancing requirements while the relevant Personnel bulletin is in effect.




Xo84o
uojetadQ anijejuasaidoy
/IUBISISSY 82IMBS 18Lio}sn))

"salijIqiIsuodsay pue saing JUejsissy a9IM8S
A8Wiojsny) / aAljejussalday 82iM8S 18LW0jSNo)
2918 dOS ul pauljno se sainp Buiwlopad

(vs2)
JuejsISSY 92IAI9S

Jawoisn) pue (¥S9)
aAljejuasalday

ey LgL€ Wio4 V10 ssjnuiw Q| VSO/dSD 8yl epnjoul jsnwi suoljeAlesqQO 9JIAI8G JBaWoisny
'Saljjiqisuodsay pue salng uewsmo |
Hoday s.1o0sinedns ¥0Z8 dOS ul pauipno se salnp buiwiopad
‘€0LE Wio4 V1D sajnuIw Q| JOMIONA JAMO| 3y} apnjoul }snw SUolBAIaSqO JOYIOAN Jamo |
"s|jeubis Buisn Ajyedosd ©
a|geoldde se pue sduj yoeJ; s|gqepod Buisn Ajuadolsd o

¥oayn uoneiedp
uewbelH ‘0GZE U0 V1D

‘auoz ylom s Jabbe|j ay) 1sed
uoljoa1Ip Yoea ul JuswaAow
uleJ} auo pue saynuiw QL

‘sauoz mojs dn bBuipes Ajjedosd o
sSe yons sainp
Buiwiopad Jebbe|4 ay} epnjoul }snw SUOBAISSAD

(4114) Jeb6e]4
Aesodwa| swi|-|in4

'senliqisuodsay pue salnd UeWYIIMS

Hoday s.osinedns £0Z8 dOS ul paulpno se sannp bulwiopad
‘e0LE wiod V19D sajnuIw Q| JBYIOAN Y2NMS SU} pnjoul JSNW SUOBAIasqQO 19X)IOAA USJIMS
JojesadQ ysuel) pidey ayj jo saliqisuodsay
pue sajng 6¥18 dOS Ul pauljjno se sainp
Buiwiopad O 1Y 8y) epnjoul Jsnw SUoeAIasSqQO
Yooy dojeiadQ unJ e jo sjuiod awi ‘Juiod awi} suo se paiepisuod aq Aew 9o1AIes (01¥) JoyesedQ
fley ‘gz/e wio4 190 | @84y} Buiuueds ‘ssjnuiw | Joj uresy sy} Buuedaid sapnjoul jey) suoleAlasqO ysuel] pidey
suoneAlasqQ plooay yibua awi) uonealasqO pantasqQ

0} aJayM

pasinbay wnwiuipy

Buiwiouad paAlasqQ ag SNy

og 0] uoljedyisse|n

¢ abed
LZ-v09

'suoljeAlasqo sakojdwe Bunonpuos uaym Ajdde saulepinb Buimolos ay |

uonjeosyisse| qor Aq ‘sjuawaiinbay yse] pue awij] UOREAIIS]Q ¢ d|qel




G04-21
Page 4

Documenting Observations

Observation forms indicating a violation should be submitted in duplicate, with red ink with the
word “VIOLATION” written at the top of the form and underlined. Observation reports with
violations will be addressed according to relevant procedures and entered into the Rail Operations
Check database.

Single copies may be submitted of observation forms that do not indicate violations.

In some cases, observations may be recorded directly into the database at
https://railopscheck.ctadataportal.com instead of on the paper forms.

Rail Service Supervisors, Customer Service Supervisors and Universal Rail Service
Supervisors, Other Management Personnel, Coordinators and Project Specialists record
their observations on the CTA form appropriate for the employee being observed and forward
them to the Transportation Manager’s office daily. The observation forms must be filled out
completely.

Transportation Managers will process any observations they make or receive and then forward
them to the route’s administrative staff.

Route Administrative Staff will enter all observations into the Rail Operations Check database.
The observation record must include the date of the observation and the identity of the observer:
Supervisors will be identified by badge number and other personnel will be identified by initials.
The employee entering data into the Rail Operations Check database must initial the hardcopy of
the observation, and include the date and time of entry.

Record Retention

Route administrative staff must forward all observation forms to the employee’s home terminal
after being entered into the Rail Operations Check database.

The Administrative Manager at the observed employee’s home terminal is responsible for filing
any paper copies in the respective employee’s file. After two years have elapsed, the observation
reports should be forwarded to the Employee Records Section of the Human Resources
Department at CTA Headquarters for filing in the employee’s permanent file.

Status Reports

Designated route staff members will publish the status of observation compliance by the end of
the first Saturday of each month. This status report will identify the frequency of employee
observations compared to the requirements specified in this bulletin; both for the observing
employees and the employees to be observed. Other designated route staff members will review
the reports.

If you have any questions regarding the contents of this bulletin, contact a Supervisor,
Instructor, Controller or Manager.

S . ;
Chief Transit Officer
TGltg
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